BEARE 22 L4

VACANCY ANNOUNCEMENT

Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
ISR, KB EMAE S — A= VR OFHER L BHEV T I,

http://www.cnic.navy.mil/regions/cnri/om/human_resources/MLC IHA HPT Jobs/JN Forms.html

(*Reissued to A-16-021R. Revised Column #4. ZE4E#iFHDZE )

LHES

Announcement No. A-16-021R2
VERERTY B

1% Cut Off Date 11 May 2016
B e Open Until Filled
#81TH

Date of Issue 20 Apr 2016

1. BETE4 Job title ( %4k Grade 1-4/ F/FFEEH#R LPL-3)

Office Automation Clerk #606
(FITA4RA— b A—=2a3295—9)

BEVEFRTORAD RS
Acceptance at Lower Grade

O#ENo XA Yes

{EfIZ#R Lower Grade: 1-3

RATRER & VRSB EE IR Acceptable Trainee level (see block #7):
% #k Grade-3, EEFREN#Rk LPL-2

X E=#H% [ETED O &% - HHR O =&%
Administrative Trade & Service  Security & Fire Medical

BEAH
No. of
Recruitment

1 %

4. BEEEF Area of Consideration

X B MLC/IIHAE%(E (FBERM)
Current MLC/IHA Employee within Activity

X I MLC/IHA it ¥ & (BEIE M)
Current MLC/IHA Employee in commuting
distance

X EMLCIHARREE(ZEHAKE)
Current MLC/IHA Employee Japan Wide

X 4}&B Off Base Applicant

2. BRBX Activity

U.S. Naval Air Facility, Atsugi
Force Protection Department

ENFEISFT Working Place: #&#ith/EAE Ayase, Atsugi Base

3. £n 58RI Work Schedule (38 40 BFREHI hr/iwk )

£/ H Work Day: Sun - Thu
#7585 Work Hours: 0600-1500  Recess 1000-1100
*there is a possibility of shift cover when it’s necessary

] & &h Night Shift X %% Overtime  [X] 3R Business Travel

5. EFDTE$ Type of Employment
X] MLC

[] IHA

(] EsfE &l HPT

X & F Permanent

[] BR3 Limited Term (NTE: )

6. BFEAZA Duties

Assigned to the Pass & Identification (Pass & ID) Divisions, Naval Security Police Detachment (NSP), U.S. Naval Air
Facility Atsugi, Japan, an intense customer service environment, responsible for Anti-Terrorism/Force Protection base
access, and is the first office that the public visits when conducting official and non-official business on board NAF
Atsugi. An integral part of the force protection mission of the NSP Detachment for the NAF Atsugi community.
Directly reports to the Pass & ID/Vehicle Registration Supervisor. Requires extensive knowledge of
Pass/Identification, security police principles, force protection conditions, base regulations, and policies.

Performs general specialized office automation duties requiring specialized knowledge of office automation hardware,
DBIDS system and software applications. Uses database or spreadsheet software to enter, revise, sort and/or retrieve
data for permanent/temporary access passes and vehicle decals/passes issued to MLC/IHA/HPT employees, U.S. and
Japanese contractor personnel and local government officials; for supporting documents including individuals’ Personal

History Statements (PHS).

Conduct, issue limited access passes for VVolunteers/Students/TAD and Special event requests, maintain and register

Pet/Bicycle/English student.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

6. BRFEANZA Duties (Cont’d)

Performs work involving issue of access passes to those who are authorized access into NAF Atsugi jurisdiction.
Reviews and insures that all pass applications/requests received are properly filled and endorsed by sponsors and that
all supporting documents such as PHS's and GOJ issued Family register documents are complete and in acceptable
order. Pre-screens all non-DoD civilian employees/contractors background investigation documents and forward to
NCIS for background screenings. Operates photographic and laminating machines to prepare and manufacture access
passes.

Maintains files, records and other relevant documentations of all access passes and vehicle decals/passes to insure
proper updating of vehicle inspections and insurance requirements regulated by laws and to insure those passes are
properly renewed and suspended or cancelled as the case may warrant.

Liaisons through telephone contacts and personal visits with Japanese Government Officials, Law Enforcement
agencies, civilian businesses and contractors for a better understanding of and mutual cooperation between the two
governments in regard to the exchange of information in matters pertaining to force protection base access. Monitors
temporary license plates issued by the local city hall for vehicles purchased. Translates/interprets letters and
documentations related with vehicle registration.

Performs other related or incidental duties as assigned.

7. BHREH BHEH Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ TDERIHELEREY
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
(Please see last page for LPL)

HIIRISRESNEBFRABMLUANVICHET S2REOFFRNNDELRYFTS . (RRESR)

- Knowledge of basic principle, rules and procedure for processing personnel, privacy and sensitive documents and
information.
- Skill in operating Microsoft Office Suite (Word, Excel and PowerPoint).

BWT 1-4 (1-4%#) :
- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university in
any field.

BWT 1-3 (1-3%F#) :
- One year of general work experience in any field or completion of 2 years junior college/2 years technical school or 4
years degree in any field.

Non-Japanese Applicants: Only those who possess permanent residential status are eligible. Please attach a copy of
Residence Card (both front and back sides) and copy of your passport to your application.

Former US Military Members: Please attach DD Form 214 Copy (Member-4 copy) to your application. Former
military retirees must first obtain approval for employment under foreign government from the Chief of Naval
Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

“#FE Educational Background : See block #7 | $23F5F. 15 T 5F License/Certificate Required : See Block #7




8. =29 5 ¥ M Application and Associated Documents

*X] =& IS5 AR Application for Vacancy Announcement (HROY Form 1)

*X] HPIBE 7SR FEZ Resume of Specialized Work Experience (HROY Form)

*MEE Al Complete * in [] HAEE T Japanese [X] & T English [ £% 5 T3 Either
HROMRALN ZHEN T 25813, BEECLTUTOFEATZALTRFIV, EHAHRES, R4, 2FEAR, &
FhA . AT, FEE JRSET DR S L WAL . WO (St ERIR, BT, BE LW EBNAELE
IRERRE)

To be considered for selection, resume must include at least the following information: Announcement number, full name, phone
number, address, SOFA status, education backgrounds, work experience (periods of employment, company name, description of

major work, weekly hours of work) Any special skills and licenses related to the duties of the position to be filled.

X B REFRE - BFEFAE - BTHREO I E—(7THEHICEKA H HI5E) Copy of license/certificate (if any in block 7

applies).

X HZEDREHFIHAT 5 HLDNDE L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, DA A%

EAEE LTRITHRITET,
FAIEGYFET,

GEATEMRERAT ALCPT £7) ZOMOEIAE. RURERNICETIECHEE
REZAREHELTHSALLEAAZEDNRENDLETY,

Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X 82ATFZEIMFL. BEEOEHEES -E/T- KL EE VO RIEAHE (12cm x 23.5cm) <EEHFERBEFH >

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.) <For selection

Notice >

X BAEELUND AL, #EH—F (@@E) RU/NZXR— k0 E— For non-Japanese citizen applicants, a copy of
Residence Card (both front and back) and Passport .

X RIEBENAERXBETEHHE L TLDAIL.

I#RICBE Y 2 BRI

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

LAt 5k for Job Inquiries R 5& Office to Submit EFS IR
For Official Use
Current USFJ Employee Current USFJ Employee PDNO:

BRtER Matk:

ERXBERAREMASL
CNRJ HRO

DSN 264-3624 / 3427 | 3425
B046-763- 3624 / 3427 | 3425

BRUEXA =ik -

T252-1101 fHE)I| & #E#A™
EAXBEEREMAEE HRO BOX12

Avyase-Shi, Kanagawa-ken
CNRJ HRO Box 12
T252-1101

Off Base Applicant
NEBLEE BEEEx

FIHEEE ERA EER B8
R

Zama Branch of Labor Management
Organization, Management Section 2
B046-251-0667

Off Base Applicant
NEREE IRHE

T252-0011 % )I| R EEfE™ AR E 1-46-1
FISE RS R EEE EEE TR

1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Zama Branch of Labor Management Organization
Management Section 2

T 252-1101

NAFATG-N3AT-001




*BERERURTEEIHUBFEZBETICLEER®E®D I &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

*CEBRACTHENEREREFB L TLWEVWEEEILEZORR LML Y EH A, Ineligible applicants will not be referred for
consideration.

* RESINIEHEHETHERL LFEE A Submitted applications will not be returned.

* MEREREFHUALIEL. —BREEOHIY ELVET, #H. BEREICLY LESEHUBEHFLTITHRUELEZEABY FT,
After 1% Cut Off Date, collection of applications will be cut off weekly. Announcement may close before closing date above due to decision of
selection.

*[CHEHEOERXEILUTORL KUAHO—RTEET, Forms for application are available for download on our web site
http:/ /www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html

BHECTRELINDIERENE (LPL) LRLETREZETIL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEIC ALCPT TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) CASEC EIKEN

- Paper Based Computer Internet Based TR
LPI-EEM Test Based Test Test
4 — Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
BEOENEET D
3 — Fluent proficiency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~99 870~ Pre-1st
REEIBRENEET S
2 — Average proficiency 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560 ~ 869 2nd
TFHHRENEES S
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 Pre-2nd
WSHLBRENEET D
Pre-1 - Minimal proficiency 350~ 399 40 ~ 64 NA NA NA NA 3rd
(FE1#) RDNROENZET S
0 - No language proficiency
EFRENEESLL

PRIVACY ACT STATEMENT {BAIER{EEI=DL\T

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

ES REITHER S 10450,9397 ; RV BAEL - AABRORECET HEF (FR1 5FEEEERTES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

TEH: ABDLMS, T2, UEORELEBREOEBOXITEZENE LT, BEABRERET 54,

AR BREAETFERX. L LJIEBITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIABER: TEMOERICHER, R CTERCEANEREHET 4.

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1FHFR: EANFROFRIERTI A, BRSNFERERU LGN O-HE. TORDFHREZOWIT, Bh, H5HU TP
ERBENHYET,

Format revised. 2016-03-08


http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

